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Phoenix HRMS 
“Partial Pay” Status Issues 

 
 
Employees in salaried pay groups with one of the following actions in the pay period are considered to be 
in “Partial Pay” status.    
 
1 – Employee is hired with an effective date after the first day of the pay period. 
2 – Employee is terminated with an effective date before the last day of the pay period. 
3 – Employee has a personnel action such as promotion, transfer, job pay change, etc. with an effective date  
other than the first day of the pay period. 
 
The “OK to Pay” indicator for employees in this “Partial Pay” status will be set to “NOT PAY” (i.e. the 
box will not be checked). This happens because the “Confirmation Required for Partial Pay” indicator on 
the Pay Group Panel is set to prevent the automatic setting of the “OK to Pay” check box for employees in 
“Partial Pay” status.  The decision to set the “Confirmation Required for Partial Pay” indicator this way is 
because many employees have non-standard work schedules and the proration methodology that 
PeopleSoft uses may not accurately calculate the regular salary of employees in this situation.  Therefore, 
the employee’s regular salary must be verified and corrected, if necessary; and the “OK to Pay” check box 
must be manually checked "on" in order for these employees to be processed.   
 
Use the following instructions to check for employees in “Partial Pay” status on a daily basis after pay 
sheets have been created for the pay period 
 
Go, Compensate Employees, Manage Payroll Process US: 
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Use Payline with Security, Payline 
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When the search box appears, key in Company, Pay Group and then click the Partial Pay Period check box.  
The check box has 3 options: blank – not partial pay, black check – only partial pay, gray check – both 
partial pay and not partial pay.  Be sure to put a black check in the check box and then click OK. 
 

 
 
 
 
Notice the “Y” in column Part Py Pd.  Employees with a “Y” must be verified and turned “OK to Pay”. 
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Once you select an employee, notice that the “OK to Pay” check box is not checked.  The agency 
representative must check the “OK to Pay” box in order for the employee to be calculated and issued a 
check.  Also notice that the partial Reg Salary has been updated based on the Earnings Begin Date 
(07/01/99) and End Date (07/06/99) on the payline and is grayed out.  In order to access and correct the 
salary amount (if necessary) the “Job Pay” check box must be unchecked.  Once it is unchecked, the Job 
Pay check box will be removed from the panel and all grayed out fields will be available for input.  

 
 
 
Reminder:  The next day, this employee’s calculated amount must be reviewed using Inquire, Paycheck 
Data, Paycheck Earnings to verify that the net pay has been correctly calculated. 

 


